
Date: [Date] 

[Applicant Name] 

[Applicant Address] 

[City, State, Zip Code]  

Subject: Notice of Incomplete Credit Application 

Dear [Applicant Name], 

Thank you for your recent application for credit dated [Date of Application]. 

We are unable to process your request at this time because your application is incomplete. To 

continue with the evaluation of your application, we require the following information or 

documents: 

• [List missing item 1] 

• [List missing item 2] 

• [List missing item 3] 

Please provide the requested information by [Deadline Date]. If we do not receive this 

information by the specified date, we will be unable to give further consideration to your request, 

and your application will be closed. 

You may submit the missing information via [Email Address/Online Portal/Physical Address]. 

If you have any questions, please contact our customer service department at [Phone Number]. 

Sincerely, 

[Your Name/Department] 

[Company Name]  


